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DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DiSPOSAL SCHEDULE
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MDOTMaryland Transportation Authority Office of MBE/Equal Opportunity
AGENCY Of Vi 3tON
ltem
No.’ Description Retention
D1 Complaints of Discrimination
. Original complaint forms, correspond- Retain in office for
ence and dispositions on employees three (3) years after -
of the Maryland Transportation Authority. closure of case,
transfer to Record
Center for an
additional five (5)
years, then destroy.
02 Governor’s Code of Fair Practices -
General Correspondence
Letters, reports, memorandums, newsletters Retain in office for
and miscellaneous correspondence. three (3) years, then
destroy.
03 Contractor Compliance
~ On-site Compliance Review on contractors, Retain in office for
forms and general correspondence. three years after
closure, then
transfer to Records
Center for two (2)
additional years,
then destroy.
04 - Handicap Program
Letters, reports memoranda, forms, Retain in-office for
pamphlets and general correspondence. three (3) years, then
‘ destroy.
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RECORDS RETENTION AND DISPOSAL SCHEDULE

UL RS L I SCHE . ULE
. REV. /7% (CONTINUATION SHEET) No.
PAGE
No. 2 of 2
‘ item
No. Description Retention

05

06

.07

General Correspondence Files
These files contain incoming and out-

going correspondence for the Office of
MBE/Equal Opportunity. Files also
include Affirmative Action Plan corres-
pondence and U.S. Department of Trans-
portation correspondence.

Minority Business Enterprise Files

" Files contain general Minority Business

correspondence, the Minority Business
Enterprise Program Manual and Directory,
Minority Business literature, and
correspondence.

Modal Administration Files

Files contain reports, incoming and out-
going correspondence, and contractors and
Departmental Affirmative Action plans.

Unofficial Personnel Files
These files consist of the following:

Employee Personnel History files.
(Office Copy only)

Daily Time Sheets.

Personnel Detail by Race and Sex
Quarterly Reports.

Retain in office for
three (3) years, then
destroy.

Retain Program
Manual and Direc-
tory permanently,
transfer periodi-
cally to the
Maryland State
Archives. Retain
other files in
office for one (1)
year, then destroy.

Retain in office for
one year, then
destroy.

Retain in office for
three (3) years after
separation from
State service, then
destroy.

Retain for one (1)
year, then destroy.

Retain in office for
one year, then
destroy.
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INSTRUCTIGRS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
[TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

SERVICES

AGENCY RECORDS INVENTORY

.
'

i

1
GS 550-1) JESSUP, MARYLAND 20794 PAGE OF 7
1 .. DEFARTMENT /AGENCY 2. DIVISION 5. WNIT
M d Transportation i 1 Opportunit ffice
TRANSPORTATION arylan ransporta qual Opp y O

! DEFINITION-RECORD SERIES-

Aot hexi-ty
A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELI AN RETENTION AND DilsroOSg!

AND USED AS A UNIT FOR
ION PURPOSES

4. RECORD SERIES TITLE

COMPLAINTS OF DISCRIMINATION

5. EARLIEST YEAR/LATEST YEAR
84 TO present

BRIK
6. RECORD SZRIES DESCRIPTION ( FLY DESCRIBE THF TYrPES OF INFORMATION/DOCU‘HENTS/FORNH FOUND

IN THE SERIES.

Original complaint forms, ‘
correspondence and disposition on
complaints filed by MdTA employees.

INCLUDE THE PURPOSE GOR FUNCTION OF THE SEF'.’XES)

To document investigation and
Authority's position regarding case.
Retain 8 years after disposition and
then shred - Copy of determination
retained indefinitely.

"I'Lzmu.sxzz

7. RECORD SERIES FORMAT(S) 8.

X LETTER SI1ZE MICROF I LM

0 XD BOOK

a

O COMFUTER TAPE
0 FLOPPY DISK
o

O AUDIO TAPE VIDED TAPES

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 5.
B ALPHABETICAL

0 NUMERICAL

0 CHRONOLOG I CAL
O GEOGRAPHICAL

O OTHER(SPECIFY}

VOLUME

$ FILE DRAWER(S)

O MICROFILM REEL(S)

1_1/2 O COMPUTER TAPE(S]
NUMBER 0 orHER(SPECIFY)

ANNUAL ACCUMULLAT 10N

O FILE DRAWER(S)
O MICROFILM REEL(S)}

10,

Varies

RUMBER D COMPUTER TAPE(S)
O OTHER(SPECIEY )

1. FiLE 1S usED

0 pAILY

As needed

0 wEEKLY 0 MONTHLY

12. FILE BECOMES INACTIVE AFTER

8 O MONTH(S) X YEAR(S)

13, CURRENT LOCATION(S] {BLDG.,FLOOR, ROOM)

Engineering/Finence Bldg.
* 3rd floor - F.S. Key Bridge

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

bir yrs, sereciry raency or orricel
0O YES #®©xNO

15. X yes 0 No

{1r vyes, c1TE LAw|{B) & REGULATION(S)

ACCESS RESTRICTIONS

16. AUDIT REQUIREMENTS

XX NoNE D STATE D FEDERAL DO [INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P YES.ESPLAIN

BREIEZFLY AND DESCRIBE ANY HAnDBARE/SOFT"ARE)

Dyes @™ NO

18, RECONMMENDED RETENT ION

8 years

18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
W.Franklin Bowles 410 288-8431 9/24/92
Equal Opportunity Officer

DCS s50-4 [REVISED 2/87)
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INSTRUCTIGNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
RECORDS RETENT ION SCHEDULE
550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVIS|ON
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

PAGE 2 OF 7

;
E
1

f .. DEFARTMENT / AGENCY
TRANSPORTATION

JESSUP, MARYLAND 20794

2. DIvision
Maryland Transportation

Authora gz
o

3. uNIT
Fqual Opportunity Office

! DEFINITION-RECORD SERIES-

ottt

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL A® RETENTION AND DISPOS

AND USED AB A UNIT FOR
ITION PUBRFOSES

4. RECORD SERIES TITLE

Governor's Code

of Fair Practice
General Correspondence

& . EARLIEST YEAR/LATEST YEAR
839 To 92

t

.
|
|
i
i

6.
IN THE SERIES.

Letters, reports, memorandums,
newsletter and miscellaneous
correspondence.

RECORD SERIJES DESCRIPTION (BRIKFLY DESCR! BE THF TYrRES OF INFOR‘MATION/DOCUHENTBIFOWB FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE BEF."IZS)
General reference

Retained in office for three

years and then destroyed.

7. RECORD SERIES FORMAT(S) B.
LETTER S1ZE 0O MICROFILM
EGAL S1ZE 0O COMFUTER TAPE
O pounp BOOK O FLbPPY DIsK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE
0 ALPHAEETICAL

D NUMERICAL

2 CHRONOLOGICAL

0 GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME
Q FILE DRAWER(S)
D MICROFILM REEL(S)
0 COMPUTER TAPE(S)

N
UMBER O OTHER([SPECIFY)

ANNUAL ACCUMULAT ION

P FILE DRAWER(S)}
O MICROFILM REEL(S)

V2¥ XSisew O COMPUTER TAPE(S)

10.

D OTHER|SPECIFY )

- FiLE 1S usED

0 palLy 0 WEEKLY £ MONTHLY

12. FiLE BECOMES

3 O MONTH(S)

INACTIVE AFTER
¥ YEAR(S)

13. CURRENT LOCATION(S} (BLDG.,FLOOR,ROOM)

Engineering Finance Bldg.
Human Resources - 2nd floor

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r vy&s, sreciFy raency or OFrFice)
0 vyEs G nNo

15. ACCESS RESTRICTIONS @ YES O'No 16. AUDIT REQUIREMENTS
(1r vyES, ciTE LAW(8) & REGULATION(S)
Md. Publication Act Section 10-616 Eersoanel B NoNE O STATE O FEDERAL O INDEPENDENT
ecords
17. 1S AN INDEX SYSTEM USED? 1" YES.M):
( FLAIN 18. RECOMMENDED RETENT JON

BEIEFLY AND DESCRIBE ANY HATIDBARE/ SOFTNARE )

0OYEsS ®© NoO

3 years

18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
W./Franklin Bowles 410 288-8431 9/24/92
Egqual Opportunity Officer

DCS 550-4 {REVISED 2/87)




I INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

| REVISED RECORD SERIES. FORWARD
[TH RECORDS RETENTION SCHEDULE
GS 350-1)

DEFARTMENT OF CGEMERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO RQAD
P.O. BOX 275
JESSUP, MARYLAND 20784

PAGE3_ . OF

{ .. DEFARTMENT /AGENCY

i TRANSPORTATION

2. DIVISION
Maryland Transportation

3. WNIT
Equal Opportunity Office

A GrROUP
" CEFINITION-RECORD SERIES-

Authoxity
OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL A8 RETENTION AND DISPROS

AND USED AB A UNIT FOR
ITION PUBPOSES

4., RECORD SERIES TITLE

Contractor Compliance

Files

EARLIEST YEAR/LATEST YEAR
85 Tobresent

5.

6.
IN

THE SERIES.

BRIX
RECORD SERIES DESCRIPTION ( FLY DESCRIBE THE TYPEIS OF INFDRMAT)ON/DOCUﬁENTH/FOR“B FroOUND

On-site compliance review
on contractors, forms and

closure,

INCLUDE THME PURPOSE OR FUNCTION OF THE SEFIES)

Retain in office three years after

then transfer to Records

general correspondence

MDOT MBE Program.

for each contract over

relative to compliance with

Center for 2
destroy.

(Separate file maintained

additional years, then

‘I'LEGAL silzz D

C BolrD 200K O FLOPPY DISK

D AUDIO TAPE 0O VIDEO TAPE

0 oTHER(SPECIFY)

0 cHRONOLOGICAL,

$100,000. awarded by the Authority)
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SI1ZE O MICROFILM # ALPHAEETICAL x& FILE DRAWER(S)
0 MICROFIIM REEL(S)
COWFUTER TAPE 0 NUMERICAL

3. ___ 0O CoMPUTER TAPE(S)
NUMBER O oTHER(SPECIFY)

0. GEOGRAPH I CAL

O OTHER(SPECIFY)

ANNUAL ACCLMIAT ION N

X8 FILE DRAWER(S]
O MICROFILM REEL(S)

ké&aa;o COMPUTER TAPE(S)

O orrrR(SPECIEY

10.

1. rFiLE 1S usED

%DAHX 0O ¥YEEKLY

12. FiLE BECOME

RUMEEE

O MONTHLY

O MONTH(S)

S INACTIVE AFTER

XB YEAR(S)

13. CURRENT LOCATION(S} (BLDG.,FLOOR, ROOM)
Engineering Finance Building

14.
tir vyes,

18 RECORD SERIES DUPLICATED ELSEWHERE?
SPECIFY ,0ENCY OR orrice)

0 yEs Q,xNo

BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTRKARE )

= Human Resources - 2nd floor 0 yes XLRNQ
15. ACCESS RESTRICTIONS 0O YyEs }Q NO 16. AUDIT REQUIREMENTS
(1r ves, ciTeE Law({s) & rEcuULATION]S) .
O NoNE BXSTATE 0O FEDERAL O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? [(IrF vyES.E>PLAIN

18.

RECOMMENDED RETENT JON

Five years )

19. NAME AND TITLE OF PREPARER
W.Franklin Bowles
Equal Opportunity Offic

20. TELEPHONE NUMBER .
410 288-8431
P ¥

DATE
9/24/92

21.

DCs sso 4 (Rsvxszo 2/87)

-
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IHSTRUCTIGHNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

| REVISED RECORD SERIES., FORWARD
TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANACEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

oF __- 1

PAGE 4
GS 350-1) JESSUP, MARYLAND 20794
.. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT
! Maryland Transportation FEqual Opportunit Office
i TRANSPORTATION Y p q pp Y

' DEFINITION-RECORD SERIES-

Dty 3 = x2
Aoty

A GROUPF OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DIsSpOSg

AND USED AB A UNI!T FOR
ITION PURPQIEN

4. RECORD SERIES TITLE

Handicap Program / ADA Program

5. EARLIEST YEAR/LATEST YEAR
'88 TO _'92

6. RECORD SERIES DESCRIPTION |

Reports,

memorandums,

BRIXFLY DESCRIBE THE TYPES OF lNFORMATION/DOCUHENTBIFORMB FrOUND

TN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIEES |

Reference and documentation

‘publications and general

correspondence.

7. RECORD SERIES FORMAT|S)

B LETTER S1zE O MICROFILM
‘I.Laum S1zE 0O COMFUTER TAPE
0 BounD BoOoK O FLOPPY DISK
D Auplo TaAPE O VIDEO TAPE

O OTHER(SPECIFY)

.8. RECORD SERIES SEQUENCE
-0 ALPHAEBCTICAL
O NUMERICAL

0, CHRONOLOG I CAL,

$. VOLUME
¥ FILE DRAWER(S)
0 MICROFILM REEL(S)
D coMPUTER TAPE(S)
NUMBER g OTHER(SPECIFY)

O GEOGRAFPHICAL

0 OTHER|SPECIFY)

ANNUAL ACCUMULAT {ON
D FILE DRAYER(S)
varies 9 MICROFILM REEL(S)
RUGMBER O COMPUTER TAPE(S)
O OTHER(SPECIEY )

10.

'1- FiLE 1S wsED

O pAILY Py WEEKLY

12.

O MONTHLY

Mﬁéfﬁ

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
x® YEAR(S)

13, CURRENT LOCATION({S} {BLDG.,FLOOR,ROOM)

Engineering/Finance Bldg.
3rd floor

- F.S. Key Bridge -

0 vyEs B NO

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?
ti1r yos, seEcirY raEncy oOrR OFrFice)

15. ACCESS RESTRICTIONS

O yEs
(17 ves, ciTe Law(s) & rEGULATION(S)

8 NO 16.

AUDIT REQUIREMENTS

§ NoNE O STATE O FEDERAL U [NDEPENDENT

17. 1S AN INDEX SYSTEM USED? |I1r YES.E>PLAIN

BRIEFLY AND DESCRIBE ANY HAHDBARE/SOFTWARE)

0 vyes & NoO

18.

RECOMMENDED RETENT ION

Retain at facility three vyears
then destroy.

18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
- W.Franklin Bowles 410 288-8431 9/24/92
Equal Opportunity Officér

DGS 550-4 (REVISED 2/87)

-
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’ INSTRUCTIGHNS - -TYPE OR PRINT A

DEFARTMENT OF GEMNERAL SERVICES

SEPARATE FORM FOR EACH NE¥ OR RECORDS MANAGEMENT DIVISION AGENCY‘ RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
TH.RECORDS RETENT1ON SCHEDULE P.O. BOX 275 5 7
: PAGE 2. _OF _-
GS 550-1) JESSUP, MARYLAND 20794
! 1. DEFARTMENT/AGENCY 2. DIVISION 3. uNIT
; ' , Maryland Transportation Equal Opportunity Office
! TRANSPORTATION

DAty i+ 52
-5 =

' CEFINITION-RECORD SERIES-

A GrOUP OF RELATED RECORDS NORMALLY FJILED AND USED AB A UNIT FOR
REFERIENCE AB WELL AS® RETENTION AND DISFOSITION PURIFOSES

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

GENERAL CORRESPONDENCE '89 o Present
' 6. RECORD SERIES DESCRIPTION ‘BRIEFLY DEBCRIBE THE TYPEZS OF lNF’OR"MTlON/DOCU‘H{NTS/FDRﬂB FrOUND
) ‘IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES )
' File contains incoming and ocutgoing Retain in office three years and
correspondence of a general nature. ' then destroy.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
XKXLETTER SIZE O MICROFILM O ALPHAEETICAL & FILE DRA¥WER(S)
O MICROFILM REEL(S)
.LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL 1/5th oc R T (s)
. ) NUMBER
C BounD BOOK O FLOPPY DISK Q cHrRONOLOGICAL ) O OTHER(SPECIFY)

0O AuDlo TAPE O VIDEO TAPE

0 oTHER({ SPECIFY)

u] GRAPH I CAL
ceo ! 10. ANNUAL ACCUMULAT ION

0 OTHER(SPECIFY) O FILE DRAYER(S)
O MICROFILM REEL(S)
RUMBER O COMPUTER TAPE(S)
O oOTHFR(SPECIFY )

1 FILE 1S USED

12. pFILE BECOMES INACTIVE AFTER

o B o) 1 ' 3 O MONTH(S B vyEAR(S

DAILY WEEKLY MONTHLY - (s) (s)
13. CURRENT LOCATION({S) [BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE? i
tir y&s, sreciFY raEncy or orrice) :
- O vyEs DO NoO ’ ;

15. ACCESS RESTRICTIONS ODYES GNo 16. AUDIT REGQUIREMENTS

{1r vyes, c17E LAW(s8) & rREGULATIONS)

17. IS AN INDEX SYSTEM USED? (I1p

BRIEFLY AND DESCRIBE ANY HAHDHARE/SOFTHARE)

0O YEs X NoO

i
i
¥ NonE O sTATE O FEDERAL O INDEPENDENT ;

YES EXPLAIN 18. RECOMMENDED RETENT JON

Three years. H

19. NAME AND TITLE ©OF PREPARER
W.Franklin Bowles
Equal Opportunity Offic

20. TELEPHONE NUMBER 21. DATE d

410 288-8431 . . 9/24/92
b ¥

DCS 550-4 (REVISED 2/87)




l INSTRUCTIGHNS - -TYPE OR PRINT A
! SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
TH RECORDS RETENTION SCHEDULE
@PGcsS 550-1)

DEFARTMENT OF. GENERAL
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O, BOX 275

SERVICES

AGENCY RECORDS INVENTORY

pace 6 or 1

|,A«DEFAmW/AGF_:NCY 2, DIVISION

TRANSPORTATION

)
1
'

JESSUP, MARYLAND 20794

Maryland Transportation

3. WNIT
Fqual Opportunity Office

! CEFINITION-RECORD SERIES-

At by &1
o

Tt To-T

A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AB A UNIT FOR

REFERENCE AB RELL AS RETENTION AND D!SPOS!I)ON FURFOIES

4. RECORD SERIES TITLE

MINORITY BUSINESS ENTERPRISE PROGRAM FILES

5. EARLIEST YEAR/LATEST YEAR

~87 TO present

6.

4N THE SERIES.
Correspondence
MBE Manual and
inguiries from
correspondence

with MDOT MBE office,
Directory, recertificati
MDOT. General

regarding MBE program.

BRIKFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS FORNMS D
RECORD SERIES DESCRIPTION | HE / / FouUN
INCLUDE THE PURPOSE OR FUNCTION OF THE BEWIES)

Reference and documentation:
regarding matters involving MBE
Program.

on

7. RECORD SERIES FORMAT(S) 8.

8 LETTER SIZE

o
‘I.Lzmu slze O
o
o

M1 CROF I LM

COWFUTER TAPE D NUMERICAL
0 BolnDd BOOK FLOPPY DISK
0O AUD!O TAPE VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.

P ALPHABETICAL -

Kk CHRONOLOG | CAL,
O GEOGRAPHICAL

0 OTHER(SPECIFY)

VOLUME
AXFILE DRAWER(S)
O MICROFILM REEL({S)

1 Eéz 0 COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
RXFILE DRAYER(S )
143 O MICROFILM REEL(S)

RUNBER U COMPUTER TAPE(S)

1. riLE 1S usED

XX DAILY 0 ¥EEKLY O MONTHLY

O OHER(SPECIFY)Y

12. FILE BECOMES INACTIVE AFTER
3 O MoNTH(S xR YEAR(S
RUNEER (s) (s)

13. CURRENT LOCATION(S) |[BLDG.,FLOOR, ROOM)

Engineering Finance Bldg.
- -Third Floor - Francis. Scott Key Brid

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

f1» vye&s, sPECIFY rOENCY OR OFFICE)

O vyeEs R NO
ge

15. ACCESS RESTRICTIONS 0 YEs & NO

{1r YeEC, ciTe LA®{S8) & rREGULATION(S)

16. AUDIT REQUIREMENTS

BYNONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? {1F yES.E»PLAIN

"BRIEFLY AND DESCRIBE ANY HARDHARE/SOFTWARE)

0 vyes B NoO

18. RECOMMENDED RETENT JON

Three years

19. NAME AND TITLE OF PREPARER

W.Franklin Bowles
Equal Opportunity Offic

20.
410

TELEPHONE NUMBER
288-8431

21. DATE

9/24/92

DGS 550-4 (REVISED 2/87)

)




e T

’ INSTRUCTICNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
TH RECORDS RETENTJON SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

7 . .7
GS 550-1) JESSUP, MARYLAND 20794 PAGE L. ©OF - 1
! 1.. DEFARTMENT /AGENCY 2. DIVISIoN s. WNIT
i TRANSPORTATION Maryland Transportation Equal Opportunity Office
I

DAt b oy 3 4+ 2
O

! DEFINITION-RECORD SERIES-

oo

A GROUPF OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DIaroOS

AND USED AB A UNIT FfOR
ITION FURBRFOSES

4. RECORD SERIES TITLE

ADMINISTRATION FILES

(MdTa)

5. EARLIEST YEAR/LATEST YEAR
86 To present

' 6.

IN THE SERIES.

divisions of

Correspondence between various
the Authority.

MdTA Affirmative Action Plan, Race & Sex
Statistics on Authority personnel,
Daily time sheets for EO Office.

BRIKFLY [} -4 o
RECORD SERIES DESCRIPTION ( | DESBCRI THF TYPES " INFORMATXON/DOCUHENTS/FORKS FOUND
INCLUDE THE PUR{OSE OR FUNCTION OF THE BERXES)
Reference,
and information purposes.

documentation

7. RECORD SERIES FORMAT(S)

XX LETTER size O

'LEGA.L si1ze O

0O oD BOOK O

MICROF I LM
COMFUTER TAPE
FLbPPY DIsK
0 Auplo TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
X ALPHAEETICAL

D NUMERICAL

O CHRONOLOG I CAL

0 GEOGRAPHICAL

9. VOLUME

QyFILE DRA¥WER(S)

O MICROFILM REEL(S)
2 O COMPUTER TAPE(S)
NUMBER 0 oTrER|SPECIFY)

T FiLE 1S USED

x& DAILY O WEEKLY

10. ANNUAL ACCUMULAT ION
0 oTHER(SPECIFY) XX FILE DRAWER(S)
) 3/4 D MICROFILM REEL(S)
RUMBER U COMPUTER TAPE(S)
jm] QTEERLSPFCIFY\
12. FILE BECOMES INACTIVE AFTER
0 MONTHLY 3 O MoNTH(S) 8 year(s)

13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

Egual Opportunity Office - 3rd floor
'Enginéering Finance Bldg. Key Bridgg

t1r yES, serECiFY raEncY OrR OrFrFice)
O YyEs ©DXNO

15. ACCESS RESTRICTIONS

O yes
{iF vyES, cITE LAW(8) & rEGULATION(S)

¢ NO

16.

AUDIT REQUIREMENTS

xBNONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1

YEB.E)IPLAIN

) 18. RECOMMENDED RETENT JON
BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTWARE ) )
0 YES Qx NO 3 years 1‘
1%. NAME AND TITLE OF PREPAFRER Zb. TELEPFDNE ﬁmR 21. DATE -
W.Franklin Bowles 410 288-8431 9/24/92
Equal Opportunity Officér

DCS 550-4 (REVISED 2/87)




